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Retention Requiremenfs: 

STATE RECORDS COMMITTEE 
Approval Signature Sheet 

Records Retention Schedule 
APPLICATION NO. 910510-01 

SCHEDULE NO: 85-0098-A 

EFFECTIVE DATE: 09/21/95 

SUPERSEDES SCHEDULE NUMBER: 85-0098 
EFFECTIVE DATE: 01/03/86 

Depanment of Education 
Adminisnative Services 
Grants Management Section 

Child Nutrition Audit Report Files, I988 to [Ongoing] 

Open 

Individual 

Administering the closure of child nutrition participant audits through the resolution and 
compliance of audit exceptions and requirements of the U. S. Department of 
Agricul~~.e. 

Audits of child care participants, correqmndence relating to closure of fmancial and 
non-fmancial audit discrepancies, receipt and suspense tiles relating to the audit activity, 
Child and Adult Care Food Program audits, School Lunch and Breakfa audits, and 
temporary Emergency Food Assistance Program audits. 

Alphabetical by audit type. ' 

Paper 

Administrative one ( I )  year 
Federal Regulations three (3) yeam [CFR 226. Iqd)] 

Disposifion Znsfrcfions: Cut off tiles at the endofewh Federal Fiscal Year; 
Hold in c w n t  files area one ( I )  year; 
Transfer to the State Records Center and hold three (3) years, or until 

the resolution of all state and federal audit questions; 
Destroy. 

The State Records Committee has authorized the approval of these disposition instructions for the records series described 
in the anached records retention schedule application. 

Edward Weldon 
Secretary of State Designee 

bate 



OFFICE OF TnE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AN0 HISTOR' 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE 
pplim,on Date 

wliCarion N u m k  

1. AQencyMdress FQR RECORDSMANAGEYENT USE 
Department of Education Application Number 

85-98 Office of Administrative Services, Fiscal 
Services Division, Grants Management Sect:Be Rece,ved 
1570 Twin Towers East 
Atlanta, Georgia 30334 

Date Completed 

DEC 1 I 1985 1 J A M  3 lgS6 

Donald L. Moorew,..z,.p< Senior Grants Administrator 656-2441 
. A d a n  Rmuested 

. D n e s o f  Series 
arliest Latest 

5. Records Series Titla (followed by title used in office; if different) 

.Of1182 I Present 

. Division and Office F u d o n  
I Child Care Food Program (CCFP) Audit Report Files 

. What is the function of the Division and the Dffice in which this record series i s  created? 

The Grants Management  section^ .~ was authori-zed in. Marsh; 1.981 as a. Secti0.n within 
the Fiscal Services Division. The Section's function in this record series is 
to resolve the fiscal aspects of audits, including reclaim of funds related to 
audit exceptions relating to the audit requirements of the United States Depart- 
ment of Agriculture. 

- 

. Record Series Description This file contains the following documents (include form numbenand titles, ifany): 
Attach samples of the file. 

DocumenbrelatiW to: administering the audit closure of CCFP audits of child care participants 

hdudedare: (a) audits of child care participants (b) correspondence relating to the closure 
of financial and non-financial audit discrepancies; and (c) receipt and suspense files 
relating to the audit activity. 

File is arranged: alphabetical sequence 

I. Monthly Reference Rate 

9ne to six months old 

How often are records referred to which are: 

: Seven to twelve months old ; Thirteen to twentv-four months old 20; 
twenty-five months and older 10 ? 

I. Annual Rate of Accumulation of Records 

Lettersize drawers 4; Legal-size drawers ;Shelves ; Other lsDscirvl 



a. IS mls me onicial mpy or me series! 
I f  not. where is it? 

b. Doer the series contain confidential information requiring zcuriw handling? If  yes, cite law or regulation. 

X 

X 

~ 

1. Reter 

c. I s  this a vital reaxd? 
d. Does th i s  series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a bng period, could there 

documents be rch eduled sew ratelv? 
f. I s  the information mntained in this series ever Dub lished? If  ves. attac h mw. 
g. I s  the information mntained in this series ever analyzed and/or remrded in a summarized report? 

h. I s  there a duplication of th is  series in your office, or in another office or agency? 
If ves. where? 

i. Is t h i s  s e r i e r l o r a f i o n  of irl rwula r l ' f  v mtgQLLmed ? 
I. Doerthe record se ries re-t ? 

I f  Yes. attach WDV. 

ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need . 1 years. 
c. Federal law 3 years. f. Federal retention instructions 3 years. 

Attach mw or exert of laws or regulations. Explain administrative need. 

Audit file contains,>each,organization's mitten response to.the findings and recommenda- 
tions which .. may . . . ~  be: . reviewed ,_ prior lo or _after  the^ next audityto see . wbt ~ . . ~  corrections . -  had 

~. ~ . .  . .  . . .  ~. .~ . .  

been implemented on the. ~. earlier. -  audit^ ~ .~ findings ~~ . and .~ recommendations. ~~ -. ~ ~~ 

2. AppoveZl Disposition Instructions This agency recommends that the file series be cut off a t  the end of eacfi: 
0 Calendar Year; B Fiscal Year; 0 Other then, 

c]z Hold in the current files area 
0 Transfer to local holding area; hold 
XI Transfer to State Remrds Center; hold -year(s): then 
[3 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other IspnCirV) 

rnonthh) 1 yeads); then 
year(s1; then 

Note: Audits are performed on a federal fiscal year basis, i.e. October 
. .~ .~~ ~ . .  . . ~ ~ ~. _ _ ~ .  

~~ 
~ ~ ' '~throirgh September 

- ~~ 

~~~ - -~ . .~ . . - ~. . ~. 
i~ . .~~ ~ ~ ~. ~~ 

.~ . .. . .  .~ ~. ~ 

. .  

. .  
~~ ~~ 

These instructions apply to al l  prior and future accumulations of the series. N/A 

/ Date 
temmmendations in para- 
raph 12 are approved. 
If disapproved. a d  letter 
if explanation.) 

. .  


